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Agenda: Meeting of the Faculty of the College of Liberal Arts 
10/25/18 
 
1. Announcements 
 
2. Committee Reports   
a. Executive Committee (c/o Ashley Kistler) 
b. Curriculum Committee (c/o Gloria Cook) 
c. Faculty Affairs Committee (c/o Shan-Estelle Brown) 
 
3. Approve Minutes from May 2, 2018 and September 20, 2018 CLA Faculty Meetings 
 
4. Business 
a. Race and Gender Equity Study Committee Nominations 
b. Compensation from External Grants Policy (Attachment 1) 
c. Updates from the Registrar 
d. Hamilton Holt School Updates (Attachment 2) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Meeting of the Faculty of the College of Liberal Arts 
10/25/18 
In Attendance  
 
Agee; Almond; Anderson; Archard; Armenia; Balzac; Bernal; Biery-Hamilton; Boniface; Brannock; 
S.-E. Brown; V. Brown; Cannaday; J. Cavenaugh; Charles; Chong; G. Cook; T. Cook; Coyle; Crozier; 
D’Amato; A. Davidson; Decker; DeLorenzi; Diaz-Zambrana; DiQuattro; Ebin; Elva; Ewing; Fokidis; 
Fonseca; Forsythe; Framson; French; Gilmore; G. Gonzalez; S. Gonzalez Guittar; Grau; Greenberg; 
Gunter; Habgood; Hammonds; Devin Hargrove; Harper; Harris; Harwell; Hewit; Hudson; Jubelt; KC 
Raghabendra; Kiefer; Kincaid; Kistler; Kodzi; Lewin; Lines; Littler; Luchner; Mathews; Mays; McCall; 
McClure; Mohr; Montgomery; Moore; Musgrave; Myers; Namingit; Newcomb; Nichter; Niles; 
Nodine; Norsworthy; O’Sullivan; Park; Parsloe; Patrone; Pieczynski; Prieto-Calixto; Prosser; Ray; 
Riley; Roe; Russell; Ryan; Santiago Narvaez; Sardy; Schoen; Sinclair; St. John; P. Stephenson; Stone; 
Summet; Tatari; Teymuroglu; Vitray; Walsh; Warnecke; Williams; Wilson; Wunderlich; Yankelevitz; 
Yellen; Yu; Zhang 
 
 
Announcements  
 
Meeting started at 12:32 pm. 
 
None. 
 
Committee Reports  
 
Executive Committee:  Ashley Kistler 
The EC has reviewed all of the position requests for unexpected vacancies. 
 
Rollins Complete was discussed. 
 
The endorsed compensation from external grants policy was unanimously endorsed. 
 
A discussion with Dean Barreneche occurred about revisions to the Honor Code and the process 
going forward. 
 
Curriculum Committee:  Gloria Cook 
 
The Curriculum Committee met with Meredith Hein from Community Engagement and Peg Cornwell 
from the President’s office. They updated us with their effort to offer opportunities for more 
students to have a deeper experience in community engagement. 
 
CC approved a proposal from the Academic Affairs Division to start collecting “Estimated Midterm 
Grades” for both CLA and Holt faculty. The pilot has already started with the RCC class and will 
continue with rFLA 100 in the spring. The proposal will go to EC next and then before the general 
faculty for a vote. 
 
CC is creating a Subcommittee on Registration to assist and support the Registrar in all decisions 
related to the curriculum.  
 
Faculty Affairs Committee:  Shan-Estelle Brown 
 
FAC reviewed FYRST grants and early Critchfield and Course Development grants. FAC 
recommended funding to all three FYRST grants and six Critchfield grants. Two Critchfield grants 
were not recommended for funding, but FAC provided the faculty members with comments and 
suggested they resubmit during the Spring grant cycle. 
  
FAC has been working on an endowed chair policy. We have met with and received information from 
current endowed chairs. FAC chair has also met with Grant and Susan and had discussions with 
Institutional Advancement. 
  
FAC has also been examining a policy for promotion from lecturer to senior lecturer. Chris Fuse (FAC 
chair) and Dean Cavenaugh met with lecturers last spring and FAC invited some lecturers to a recent 
meeting to discuss a draft policy. FAC is reaching out to chairs of departments that utilize lecturers 
to further the discussion.  
 
As part of the Faculty Compensation Philosophy – Principle of Equity, we agreed to regularly review 
compensation for possible inequities. FAC and EC, working with Susan Singer and Meghal Parikh, are 
beginning this review with a race and gender equity study. To that end, we will be sending out a call 
for nominations via email later today (10/25). The committee will have three faculty members (1 
from FAC, 2 from the faculty at-large). FAC would like to encourage nominations and self-
nominations from faculty with strong statistical proficiency. 
 
New Business  
 
Ashley Kistler:  Conducted a quorum count poll by clicker vote asking “Do your course syllabi have 
language that connects coursework to students' life or career after graduation?” The minimum of 
70 members was met. There were 90 faculty present. 
 
Rick Vitray:  Asked for clarification if it a yes if for one course or all courses we teach. 
 
Ashley Kistler:  Said it was for at least one. 
 
Results of Clicker Poll (Yes – 49, No – 34, Abstain - 7) 
 
Motion: Approval of Minutes from May 2, 2018 
Moved: Jana Mathews 
Seconded: Wenxian Zhang 
 
Approved by acclamation. 
 
Motion: Approval of Minutes from September 20, 2018 
Moved: Matt Nichter  
Seconded: Paul Harris 
 
Approved by acclamation. 
 
Discussion: Race and Gender Equity Study Committee Nominations 
 
Debate:  Ashley Kistler 
 
Ashley Kistler:  Asked if anyone had any questions from the floor. As there was none, she 
reiterated that Chris Fuse would be sending an email shortly seeking nominations. 
 
Discussion: Compensation from External Grants Policy (Attachment 1) 
 
Debate:  Devon Massot 
 
Devon Massot:  Noted that the policy is in draft form. It has not yet been sent to cabinet, although 
key stakeholders are being consulted. She reminded everyone with or questions and concerns to 
reach out to her. 
 
The following information was presented as a series of slides.  
1. Policy Overview 
▪ Institutional policy required by federal grant regulations (Uniform Administrative 
Requirements, Cost Principles, and Audit Requirements for Federal Awards, 2 CFR Part 200) 
▪ Based on specific requirements set forth in Uniform Guidance and applies to all employees 
▪ Must cover external grant-supported compensation regardless of funding source 
▪ Uses similar/best practices from peer and aspirant institutions (via CLASP, College of Liberal 
Arts Sponsored Projects) 
▪ Reasonableness and consistency is key 
▪ Applies to external grants awarded to and managed by the College, not individual awards a 
faculty member may receive 
2. Key Points 
▪ In most cases, use Institutional Base Salary (IBS) and % of effort to be committed to 
determine compensation. Some private funders allow flexibility or offer set rate.  
▪ Four ways external grants can compensate faculty: 
1. Summer Salary (up to 2.5 months using IBS) 
2. Release Time during AY 
▪ Scholarship and Service Release Method (75/25 split for budget estimations) 
▪ Course Release (1 per semester) 
▪ 50% of resulting salary savings after any necessary replacement costs have 
been incurred will be set aside as a research/scholarship fund for the faculty 
member  
3. Extra Service Pay (must meet several conditions to be considered) 
4. Sabbatical/Professional Leave (up to but not at a level higher than 100% of IBS) 
▪ Applies to awards with cost-sharing or matching requirements 
▪ Covers requirement for after-the-fact reporting of effort on federal projects 
3. Questions or Concerns 
Contact Devon Massot at dmassot@rollins.edu or 407-646-1943 
 
Ben Hudson:  Asked for clarification if the document reflects FAC changes? 
 
Ashley Kistler:  Yes, in revised revised agenda 
 
Josh Almond:  Expressed thoughts about the point of compensation in the form of a course release 
for scholarship. He noted that we are not a research heavy institution and a concern of a tiered 
faculty. Giving more release for research and thus less service and teaching might not help nurture 
and support scholarship of those who aren’t able to earn grants. One group of faculty might be doing 
all teaching and service versus research. 
 
Devon Massot:  Noted that this was an incentive for hard work not just compensation. The ability 
to request a course release is dependent on the department and the Dean and not automatic. 
Faculty should be active in teaching, scholarship, and service and the guidelines will now help faculty 
take advantage of opportunities. 
 
Discussion:  Updates from the Registrar 
 
Debate:  Stephanie Henning 
The following information was presented as a single slide.  
News from the Registrar 
• Catalog Update 
• Curriculog 
• Self-Service Registration Update 
• Registration 
• Advisee Registration Approval Process 
• Waitlisting 
• Registration Advisory Committee 
• Scheduling Process 
 
She noted that her office was still working with our vendor as we go through the implementation 
process. In spring the Curriclog curriculum workflow system will move our process for online forms, 
route proposals for approval, then make the catalog changes. Manual entry of forms and catalog will 
be removed, changing one changes it all places. Chairs and some departments have seen a preview 
as part of our upgraded Banner for self-service registration. This will be implemented in the spring 
based on initial feedback. For registration now use online workflow for approval rather than PINs.  
 
Richard Lewin:  Asks if we are approving students to be able to register 
 
Stephanie Henning:  Confirms that it means that the advisor has met with the student and agrees 
with their plan 
 
Richard Lewin:  Notes that the student can then register for something that might not have been 
agreed on. 
 
Stephanie Henning:  In the new product students will be able to put up to three potential schedules. 
It is not meant to replace face to face but hopefully improves the conversation. 
 
Waitlists are being created and the student records page has updated information with waitlist 
FAQs. This will  be sent to faculty via email shortly. An advisory committee is being formed based on 
a discussion with department chairs at their last meeting. This will help her address issues in a timely 
manner and understand the culture of our campus. The following comments are related to edits and 
the formation of the spring schedule. The online process had some issues with system so the office 
tried to do it manually. This didn’t work well either and new software in spring should create a more 
seamless process that is more efficient. For the 714 courses originally on the schedule, 7% remained 
unchanged with 54% having changes related to new course, instructor, or meeting information 
changes. There are 509 courses which had a manually entered comments, with 72% changed with a 
new or edited comment. This is too much email and human effort and they are working on how to 
make this more efficient through technology or other means.  
 
Laurel Habgood:  Asked if it would help reduce the number of changes if the initial spring schedule 
was without dates/times. 
 
Stephanie Henning:  The answer is that it depends on the department, some are very efficient, 
others have more unknown variable related to hiring. 
 
Alice Davidson:  Asked if the registration committee is based on divisional representation. 
 
Stephanie Henning:  It is a subcommittee of the Curriculum Committee with Jamie Rey chairing, and 
it has not been formed yet, looking for volunteers. 
 
Ashley Kistler:  Stated we will report back at the next faculty meeting. 
 
Valerie Summet:  Asked if students been given information about the changes in the registration 
procedure. 
 
Stephanie Henning:  Students will receive it very soon now that advisors know. 
 
David Charles:  Expressed concern about what happens when a student can’t connect with advisor 
as now a chair can’t help out a student with a PIN. 
 
Stephanie Henning:  Noted that the chair can contact her office via email or phone to release the 
registration hold. It  shouldn’t be a problem if the student is doing due diligence. 
 
David Charles:  Does the platform support having a chair have access? 
 
Stephanie Henning:  Said she knows it is potential issue but we are still going forward. 
 
Scott Hewit:  Asked if this applies to CLA only. 
 
Stephanie Henning:  It is for CLA and Holt (UG and GR). 
 
Discussion:  Hamilton Holt School Updates 
 
Debate:  Pat Brown 
 
Ashley Kistler:  This is a general overview, discussion about the Holt general education requirements 
will be at the November faculty meeting. It is going through faculty governance right now so please 
hold questions about this topic. 
 
Pat Brown:  Three task forces were formed to focus on the undergraduate side of Holt and are now 
proceeding with implementation of the recommendations from the strategic plan. The transfer 
student population had a higher persistence/graduate rate than first time students leading to a 
recommendation to develop a transfer model for Holt. Holt and CLA admissions now combined in 
the office of the Vice-President for Enrollment Management and Marketing. For the eleven 
undergraduate majors, currently working on developing maps for degree completion which include 
the semesters each of the core courses are offered. Process is also updating the course offerings in 
the catalog. The goal is to help students manage and navigate towards graduation. They are looking 
for advisors to provide a proactive advisement strategy.  
 
The following information was presented as a series of slides. 
1. Hamilton Holt School Undergraduate Alignment- Strategic Plan Implementation October 2018 
2. Recommendation - Explore Transfer Credit Models for Holt Students 
3. Rationale - Review of retention and persistence of transfer students found to be significantly 
higher than first time students 
4. Action Going Forward Built on the Following Pillars 
• Leadership 
• Academic Integrity 
• Student Success 
5. Key Steps 
• Define Holt transfer population 
• Align operations 
• Align General Education Requirements 
• Search for a permanent dean 
6. Holt School’s Purpose - Provide structured degree programs for adult learners seeking a Rollins 
degree 
7. Characteristics of Holt Transfer Student  
• Working adults 
• Highly motivated 
• Seeking 
o Relevant, clearly articulated degree options 
o Flexible, affordable delivery options 
8. Rollins Complete Initiative - Targets Expectations Implementation Fall 2019 
9. What is the Rollins Complete Initiative? Frameworks for managing a constituent population of 
students. 
• Communications framework highlighting degree options unique to adult transfer students 
who have demonstrated academic success by having completed a minimum of 30 college 
credits 
• Academic framework supported with degree maps that illustrate program requirements and 
when core courses are offered 
• What about first-time students and those with less than 30 credits?- Approximately 9% of 
current Holt students 
• Students will be admitted as in the past 
• Alignment of Holt and CLA Admissions allows for more effective triage and alignment of 
student populations 
• As a defined population, these students will be supported with a “pro-active” advisement 
team 
10. What about first-time students and those with less than 30 credits? 
• Approximately 9% of current Holt students 
• Students will be admitted as in the past 
• Alignment of Holt and CLA Admissions allows for more effective triage and alignment of 
student populations 
• As a defined population, these students will be supported with a “pro-active” advisement 
team 
 
Ashley Kistler:  Asked if there are any questions. 
 
Fiona Harper:  Is there a sense of where the general education curriculum is going? 
 
Ashley Kistler:  It is moving to the Curriculum Committee next week. 
 
Pat Brown I think with all the work being done, people will be happy with the outcome. Program 
directors are regularly meeting as are the three advisory committees (marketing, admissions, and 
student success) and all are welcome to attend. 
 
Victoria Brown:  Asked about the alignment of Holt and CLA administration. Commented that for 
for those with less than 30 credits, the students felt unsupported. Would there be a n RCCesque 
experience so they are ready to begin. 
 
Pat Brown:   The goal is to focus on first courses which provide a grounding in necessary skill sets.  
In terms of student support, we are seeking more activity to engage students such as orientation. 
The academic advisors will be more proactive with this student population. The reason for the 
student success committee is to map a strategy for changes that will be more proactive as they know 
students don’t feel connected to the institution. 
 
Wenxian Zhang:  Noted that the search for the new Dean of Holt is very important. Asked about the  
gap between Pat Brown and the new dean as well as the search timeline.  
 
Pat Brown:  Offered that her contract was set to end on December 31 but will remain until the next 
Dean arrives. Her understanding is that the search is underway with final interviews in 
January/February with a final candidate in February/March. 
 
Ashley Kistler:  Asked if there are  any other questions.  
 
Motion to Adjourn  
 
Moved:  Paul Harris 
Second:  Jane Mathews 
Approved by Voice Vote at 1:32 pm. 
 
  
ATTACHMENT 1 
 
Title: Compensation from External 
Grants and Sponsored Projects 
Type KI 
No: Approval Date: 
Responsible Office: Grants and Sponsored 
Research/VPAA 
Approved By: 
Next Review:  Revision No: 
 
I.   Purpose/Introduction/Rationale 
Rollins College encourages faculty, staff, and administrators to seek external funding for research projects, 
scholarship, and programmatic initiatives that directly advance the mission and enhance the reputation of 
the College, while benefiting students, faculty, staff, and the greater community. The College is responsible 
for ensuring proper stewardship and successful oversight of these external resources by the Principal 
Investigator or Project Director (PI/PD) on an award in accordance with all applicable laws, the funding 
agency’s terms and conditions, and institutional policy. 
 
The following policy was developed by the Office of Grants and Sponsored Research to provide specific 
College-wide guidance on employee compensation from external grants and sponsored projects, as 
required in the Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal 
Awards, 2 CFR Part 200 (§200.430). The policy applies to all external grants and awards received and 
managed by the College and not to grants or awards made directly to individuals. New faculty who bring 
with them active grant awards managed by another institution upon accepting a position at Rollins should 
work with the Office of Grants and Sponsored Research and the staff at his/her former institution to ensure 
compliance with this policy. 
 
II.  Definition 
Institutional Base Salary (IBS) is defined as the annual compensation paid by the College to an employee 
for performance of all professional responsibilities required by the individual’s appointment, as 
documented in the individual’s appointment letter and/or job description. For the purposes of this policy, 
compensation includes all salaries and wages (including those paid as stipends) but does not include fringe 
benefits. Activities considered to be included within a faculty member’s responsibilities through IBS pay are 
teaching a standard load, scholarship/research, and service. IBS excludes any extra service pay or 
compensation that an individual earns outside of regular duties performed as part of his/her primary 
appointment with the College (i.e., teaching overloads, administrative overloads, special awards, 
allowances, incidental activities and special service assignments, external consulting or contract work, etc.).  
 
III. Procedure or Application 
A. Allowable Rates and Activities 
In general, the College shall use a faculty or staff member’s IBS and an accurate estimate of percentage 
of effort the employee plans to commit to a grant or sponsored project to determine the amount of 
salary/wages to be charged to the project. In certain circumstances, compensation for work performed 
by faculty or staff members on a grant or sponsored project may be at a rate less than the employee’s 
IBS rate of pay (e.g., a modest, set rate stipend for an estimated number of hours to be worked), based 
on the funding agency’s guidelines or limitations and type of work to be performed. However, under no 
circumstance will the rate of compensation charged to a federal award exceed the employee’s current 
IBS rate of pay, applied hourly, daily, monthly, or otherwise. 
 
Compensation charges to federal awards may include reasonable amounts for activities contributing 
and directly related to work under an agreement, such as delivering special lectures about specific 
aspects of the ongoing activity, writing reports and articles, developing and maintaining protocols 
(human, animal, etc.), managing substances/chemicals, managing and securing project-specific data, 
coordinating research subjects, participating in appropriate seminars, consulting with colleagues and 
students, and attending meetings and conferences.  
Under no circumstance will charges to a federal grant exceed the proportionate share of the IBS for the 
period during which the employee worked on the award, unless prior approval has been received from 
the funding agency. In addition, all charges for compensation must be clearly and specifically identified 
in the project budget that is submitted to the funding agency. Any budget modifications that take place 
post-award may require prior approval from the funding agency (consult with the Office of Grants and 
Sponsored Research). 
 
1. Summer Salary  
Full-time tenured, tenure-track, and visiting faculty members with standard nine-month academic 
appointments are permitted to earn up to 2.5 months of summer salary from all grants and 
sponsored projects. For federal awards, summer salary should be directly proportionate to the 
individual’s current IBS and corresponding percentage of effort to be committed to the project (e.g., 
one month of full-time effort = one month of salary, at a rate not in excess of current IBS). It should 
be noted that total salary funded by the National Science Foundation (NSF) is typically limited to 
two months (or two-ninths) of IBS per calendar year.  
 
Certification of summer effort is required by faculty who are paid summer salary from federal 
awards (see Section B., below). Faculty who receive summer salary from a sponsored project fund 
must expend the effort associated with the summer salary during the summer period. Effort 
expended during the academic year does not satisfy a commitment related to the receipt of 
summer salary. 
 
Compensation charges for faculty members conducting teaching (non-research) activities on federal 
awards during the summer will be based on established institutional summer instructional pay 
rates. 
 
2. Dedicated Release Time for Project Activities 
In most cases, compensation charges to grants and sponsored projects for full-time staff and faculty 
during the academic year will be in the form of release time or “buy out,” which allows the College 
to partially release the employee from regular responsibilities so that he/she can dedicate an 
established and approved portion of his/her time and effort on the awarded project. If appropriate 
and allowable, based on the terms of the funding agency and budget allowances, the percentage of 
annual effort (and corresponding IBS) bought out should be directly charged to the grant award; 
this information must be included in the proposal budget unless the release is approved in advance 
by the College as uncommitted institutional cost-share. 
 
Scholarship and Service Release Method:  Tenured, tenure-track, and visiting faculty members with 
standard nine-month academic appointments are expected to commit their full-time effort during 
the academic year to teaching, scholarship/research, and service. For budgetary purposes, the 
College has determined 25% to be a reasonable estimate of a faculty member’s time attributed to 
service and/or scholarship/research activities during the academic year for CLA faculty.* If 
appropriate and allowable, based on the terms of the funding agency and budget allowances, CLA 
faculty conducting work on a grant or sponsored project during the academic year may request 
from the grant up to 25% of their IBS, directly corresponding to planned effort to be committed to 
the project. If the full 25% is bought out for a faculty member to commit 25% of his or her annual 
effort to a grant project over the academic year, the faculty member may not engage in any 
additional service and/or scholarship/research activities beyond the scope of activities included in 
the sponsored project during that time period. It should be noted that advising is expected to be 
undertaken alongside teaching responsibilities and may not be bought out through this method or 
the course release method outlined below. Any intra-institutional consulting will typically be 
considered a service activity and will be included in this method.   
 
*Note: Crummer faculty shall refer to current Crummer Bylaws (Article VII: Faculty Evaluations and 
Performance Expectations) and use established percentages of professional criteria (i.e., intellectual 
activities) as outlined therein. 
 
Course Release Method:  Course releases for work on sponsored projects will be considered in 
certain circumstances in which the institution determines the faculty member’s time on the project 
to be substantial and/or the faculty member is unable to be released from existing commitments 
for scholarship/research and service activities. Faculty members who require a course release to 
work on a sponsored project should discuss this with their department chair and Dean in the early 
stages of proposal preparation to be sure that the department can accommodate the request. The 
Dean must approve all requests for course releases prior to proposal submission. Course releases 
are typically limited to one per semester. 
 
Federal guidelines require the portion of time for the faculty member committing effort to the 
grant or sponsored project (not the replacement faculty member’s rate); therefore, charges for 
course releases on all federal grants shall be calculated using the faculty member’s institutional 
base salary rate. If required by the funding agency and approved in writing by the Dean, other non-
federal awards may charge the faculty member’s replacement cost for a course release. For CLA 
faculty,* assuming the individual has a standard 3:3 teaching load and taking into consideration the 
expectations of faculty members to engage in scholarship/research and service work (estimated at 
25% of their total annual effort) in addition to their teaching responsibilities (estimated at 75% of 
their total annual effort), each course release will equate to approximately 12.5% of IBS, not 
inclusive of associated and allowable fringe benefits.  
 
*Note: Crummer faculty shall refer to current Crummer Bylaws (Article VII: Faculty Evaluations and 
Performance Expectations) and use established percentages of professional criteria (i.e., teaching 
activities) as outlined therein. 
 
When a sponsored agreement buys out part of a faculty member’s effort through either method 
listed above, 50% of the resulting salary savings (after any necessary replacement costs have been 
incurred) will be set aside as a research fund for the faculty member. The other 50% will remain in 
the Academic Affairs budget, at the discretion of the faculty member’s Dean.  
 
3. Extra Service Pay 
Extra service pay normally represents overload compensation for services and activities above and 
beyond the scope of those included within the employee’s regular responsibilities, for which they 
receive institutional base salary and as stated in their appointment letter and/or job description. 
Rollins full-time tenured, tenure-track, and visiting faculty and full-time staff may be eligible to 
receive extra service pay on certain grants or sponsored projects if all of the following conditions 
are met. 
 
1) The work or activities to be performed are determined to be above and beyond the scope of 
those included within the employee’s regular responsibilities, for which they receive 
institutional base salary as stated in their appointment letter and/or job description on file with 
the Office of Human Resources. The Vice President of Academic Affairs/Provost, in consultation 
with the Dean of the Faculty, shall make this determination for all faculty positions. The 
Associate VP of Human Resources (HR) & Risk Management, in consultation with the staff or 
administrator’s supervisor, shall make this determination for all staff positions. 
2) The work or activities proposed will not interfere with or impede the employee’s regular 
responsibilities.  
3) The compensation is reasonable (i.e., consistent with that paid for similar work in other 
activities at the College or, if not available, in the current labor market), as determined by the 
HR department and in conformance with established HR procedures.     
4) For federal awards, the compensation does not exceed the employee’s current IBS rate of pay 
and is commensurate with the amount of additional work performed. 
5) The work or activities to be performed are considered allowable and abide by all policies and 
procedures of both the College and the funding agency (including 2 CFR 200), if applicable.  
6) The arrangement is specifically provided for in the award budget (i.e., salary charge is clearly 
requested as “extra service pay”) or approved in writing by the funding agency. 
 
In general, extra service pay may be charged to grants or sponsored projects for the following: 
 
• Incidental activities, defined as infrequent (i.e., either a one-time assignment or activity 
occurring not more frequently than one day per month) and temporary (i.e., no more than one 
year in length). Incidental activities may include serving as a discussion leader or speaker for a 
community-based event or delivering a special lecture on a topic outside of the individual’s field 
of study. Compensation for incidental activities charged to federal grants are exempt from 
documentation of personnel expenses (see Section B., below).  
• Special service assignments, which may include variable ad hoc work over a longer duration, 
such as organizing an interdisciplinary workshop or conference on campus; managing a 
collaborative community-based research project; or participating in an interdisciplinary faculty 
or course development project.   
• Intra-institutional consulting work if it the consultation is across departmental lines or involves 
a separate or remote operation or facility. 
• External consulting or contract work (corporate or government-sponsored), if the work does 
not directly involve Rollins students or existing courses.   
 
It is expected that consulting or contract work be restricted to the equivalent of one day per week 
during the academic year. Faculty should refer to the Rollins College Faculty Handbook (Sections II 
and III, as appropriate) for additional guidance on teaching overloads/employment.  
 
The PI/PD on a sponsored project should work with the Office of Grants and Sponsored Research 
during the budgeting phase to ensure that administrative approvals are obtained if it is deemed 
allowable and necessary to increase a part-time employee’s hours through work on an external 
grant. Additionally, the increased hours may change benefits eligibility and must be approved by 
institutional authorities and budgeted for accordingly. The PI/PD is responsible for ensuring that the 
employee understands that the increased hours and additional compensation will not be continued 
beyond the grant period. 
 
Undergraduate and graduate students hired to perform work on a sponsored project will follow the 
policies and procedures set forth by the Office of Student Employment and Human Resources.  
 
4. Sabbatical or Professional Leave Salary 
Faculty planning full-year sabbatical leaves may seek funding from external grants, sponsored 
projects, fellowships, or residency programs to fully support their academic year salary, up to but 
not at a level higher than 100% of his/her current institutional base salary, including receipt of any 
FYRSTs or other internal grants. Faculty may receive additional funds from an award to offset travel, 
insurance, and living expenses for activities related to the project, if allowed by the funding agency 
and appropriate in relation to the scope of work to be undertaken. Requests for sabbatical support 
and related expenses must be included in the proposed budget and approved by the funding 
agency. 
  
B. Documentation of Personnel Expenses on Federal Grants 
Charges to federal awards for salaries and wages must be based on records that accurately reflect work 
performed. These records must provide reasonable assurance that the charges are accurate, allowable, 
and properly allocated. They should reasonably reflect the total activity for which the employee is 
compensated by the College, not exceeding 100% of compensated activities, including all federally 
assisted and all other activities, on an integrated basis. Upon receipt of a new grant award supporting 
faculty or staff compensation on a sponsored project, the PI/PD will provide the Director of Grants and 
Sponsored Research an accurate estimate of time and effort to be expended by the employee on the 
grant during the upcoming summer, academic year, and/or calendar year. Any Rollins employee 
performing work beyond what is defined in this policy as an incidental activity on a federal award is 
required to certify their effort on that project after-the-fact and will comply with the College’s Effort 
Reporting Procedure to satisfy this requirement.  
 
C. Additional Considerations 
Salaries and wages of employees used in meeting cost sharing or matching requirements on federal 
awards must be supported in the same manner as salaries and wages claimed for reimbursement from 
federal awards and will follow all policy and procedures as outlined herein. 
  
IV. Related Policies or Applicable Publications 
See also:  
• Rollins College Faculty Handbook (Sections II and III)  
• Crummer Bylaws (Article VII: Faculty Evaluations and Performance Expectations)  
• College Policy AC 2006 Faculty Professional Leave, for additional information on the procedures for 
requesting release time for professional leave during non-sabbatical periods. 
 
V. Effective Date 
This policy is effective ___________ and supersedes all previously issued versions. 
 
VI.  Appendices/Supplemental Materials 
Appendix 1: Effort Reporting Procedure 
 
 
VII. Rationale for Revision 
N/A 
 
 
  
EFFORT REPORTING PROCEDURE 
 
A. Purpose 
Rollins College is required to document the fair and equitable distribution of charges for employees' 
services among federal awards and other college activities, as specified in the Uniform Administrative 
Requirements, Cost Principles, and Audit Requirements for Federal Awards, 2 CFR Part 200 (§200.430). The 
process outlined in this Effort Reporting Procedure will serve to provide assurance that any charges for 
salaries and wages to federal awards accurately reflect actual work performed. 
 
B. What is Effort? 
Effort is the percentage of an employee’s entire work activity devoted to a given task or objective. Effort 
should be calculated by dividing the number of hours worked on a specific activity by the total number of 
hours worked on all activities for which the employee is compensated by the College. Total effort must 
account for 100% of an employee’s time, based on a best-estimate percentage distribution across all 
College-compensated activities. 
 
C. How is Effort Reported? 
Rollins will use an after-the-fact Effort Report Form to confirm an employee’s effort when that individual is 
compensated by or has agreed to contribute time to a federal award. The form captures payroll distribution 
charges for an employee and will provide verification that the charges accurately reflect effort expended by 
the employee during the reporting period.  
Under this system, compensation charges will be made initially on the basis of initial estimates of work to 
be performed, as stated in the negotiated and approved award documents and confirmed by the Principal 
Investigator/Project Director (PI/PD) on the project. Reports are then generated from the College’s payroll 
system (through Human Resources) indicating the amount and percentage of the individual’s total 
compensation that was allocated to federal award accounts and other College activities during the 
reporting period. Employees are expected to review the payroll distribution percentages and corresponding 
percentages of effort charged to each project or activity and determine whether the percentage of effort 
charged to the federal award(s) reasonably (within 5%) corresponds to the percentage of the individual’s 
actual effort on the project or activity. The federal government recognizes that within an academic setting, 
teaching, research, service, and administration are often inextricably intermingled, and a precise 
assessment of factors that contribute to costs is not always feasible, nor is it expected.  
 
Under no circumstance may the percentage of an individual’s salary charged to a federal award exceed the 
percentage of the individual’s effort that is expended on the project during the reporting period. If the 
percentage of effort expended in a given reporting period is less than the percentage of salary charged to 
the federal award, the salary charges must be reduced to reflect actual effort. 
 
D. Who Must Complete an Effort Report? 
An Effort Report Form must be completed for any Rollins employee performing work on a federal award 
(e.g., grants, contracts, and subcontracts), including those supported through federal pass-through funding. 
Faculty and staff must certify their own Effort Report Forms. Effort Report Forms for students and any 
temporary employees charged to a federal award must be certified by the PI/PD of the project.  
 
E. What are the Responsibilities of the Principal Investigator/Project Director? 
The PI/PD on the federal award is responsible for ensuring each employee performing work on the project 
is made aware of his/her level of committed effort to the project and is able to meet those commitments in 
light of any other College obligations. The PI/PD is also responsible for communicating any significant 
changes (>5%) to an employee’s level of committed effort to the Office of Grants and Sponsored Research 
in a timely manner. Short term (such as one or two months) fluctuation need not be considered as long as 
the distribution of salaries and wages is reasonable over the longer term. 
 
To accurately certify effort by students and other temporary employees on a project, the PI/PD should have 
knowledge of the amount of time spent by these employees on the project. This may, at the PI/PD’s 
discretion, necessitate the use of subsidiary records (e.g., timesheets, activity logs, etc.) or other 
documentation to adequately confirm an employee’s hours or level of effort committed to specific work 
assignments associated with the project. Lastly, a PI/PD is responsible for understanding the principles of 
effort reporting as outlined in this procedure and for ensuring that Effort Report Forms completed in 
connection with their sponsored projects are accurate and returned on time. 
F. Effort Reporting Periods 
Unless required more frequently for an individual funding agency, effort reports will be generated three 
times per year for any employee who is either receiving direct salary support from a federal award or 
contributing mandatory or committed cost-share/matching effort during the respective reporting periods, 
as follows: 
 
• Fall: September 1 through December 31 
• Spring: January 1 through May 31 
• Summer: June 1 through August 31 
 
G. Procedures for Completing an Effort Report 
The Office of Grants and Sponsored Research will generate an Effort Report Form based on payroll feeds for 
the selected reporting periods. Effort reports will be distributed to all applicable employees no later than 15 
days from the close of a reporting period. If applicable, payroll distribution will reflect the employee’s 
institutional base salary for that individual’s standard appointment period, regardless of whether the 
payout is over 12 months.  To complete the Effort Report Form, the employee should first review all of the 
information on the form for accuracy and note any errors requiring correction by the Office of Grants and 
Sponsored Research. The employee should then review the Payroll Distribution and Effort columns to 
determine whether the percentage of the employee’s effort charged to the federal award is accurate. 
 
When reviewing and completing an Effort Report Form, the criterion to be used is how the individual’s 
College-compensated effort was actually expended over the reporting period. Total effort may not exceed 
100% regardless of the number of hours worked and should include all activities for which the individual 
receives compensation from the College. Total effort is not necessarily based on a standard 37.5-hour work 
week because it will likely be different for each employee and may vary during the reporting period. As an 
example, 10% effort = 4 hours for a 40-hour week and 6 hours for a 60-hour week.  
 
An employee’s assessment of effort expended over a report period should not include any external 
consulting or other outside professional activities. Professional services provided outside the institution for 
non-institutional compensation are not part of total effort for the purpose of the College’s Effort Reporting 
Procedure. 
 
When determining effort, an individual may expend effort without compensation from the sponsor. This is 
considered cost-sharing. Any mandatory (required by the sponsor) or voluntary committed (not required 
but written into the proposal budget) cost-sharing must be included in your effort reports. Any additional 
voluntary uncommitted cost-sharing (not required by the funder and not written into the budget) is not 
required to be captured in the Effort Report Forms.   
 
If Charged Effort = Actual Effort:  Upon reviewing an Effort Report Form, the employee may determine that 
the percentage of effort charged to the federal award does indeed reasonably reflect an accurate level of 
effort (within 5%) expended on the federal award(s). In this case, the employee should complete and sign 
the bottom of the form to certify the employee’s effort on the project and return it to the Office of Grants 
and Sponsored Research. No further action is required. 
 
If Charged Effort < Actual Effort:  Upon reviewing an Effort Report Form, an employee may determine that 
the percentage of effort charged to the federal award is less than the percent of effort that was actually 
expended on that project, and this is allowable; this is considered uncommitted voluntary cost sharing and 
is not required to be reported, nor does it require a reallocation of one’s payroll distribution. In this case, 
the employee should complete and sign the bottom of the form and return it to the Office of Grants and 
Sponsored Research. No further action is required. 
 
If Charged Effort > Actual Effort:  Upon reviewing an Effort Report Form, an employee may determine that 
the percentage of effort charged to the federal award exceeds the percent of effort that was actually 
expended on that project (averaged over the entire reporting period) by more than 5%. In this case, the 
employee must enter the actual percent of effort expended in the Actual % Effort column, complete and 
sign the bottom of the form, and return it to the Office of Grants and Sponsored Research, which will 
initiate a payroll expense transfer. Under no circumstance may a federal award be charged payroll in excess 
of effort expended on the project during the reporting period.  
 
Effort reports must be reviewed, completed, signed (certified), and returned to the Office of Grants and 
Sponsored Research no more than 30 days from the end of the reporting period. The Director of Grants and 
Sponsored Research will review all certified effort reports and, in the event that payroll charges have 
exceeded actual effort expended on a federal award, will promptly alert the Accounting & Budget Manager 
that a transfer of cost must take place. The Accounting Manager will then provide Payroll with the 
necessary reallocation information. All finalized effort reports will be scanned and sent to the Accounting & 
Budget Manager to be housed with the grant's official financial records. If at any time an employee has any 
questions on how to complete an Effort Report Form, they should contact the Office of Grants and 
Sponsored Research for assistance. 
 
H. Other Considerations 
Significant reductions of effort (>25%) on a sponsored project from levels approved in the application 
require prior approval from the sponsoring agency. It is the PI/PDs responsibility to be aware of his/her 
proposed effort commitments and to communicate any inability to meet those commitments to the 
Director of Grants and Sponsored Research to ensure that any necessary sponsor approvals of their reduced 
effort are obtained. 
 
Additional payments from the College to an employee for items that do not represent a specific activity, 
appointment, or work objective (i.e. allowances for cell phone, retirement contributions, etc.) will not be 
included in an Effort Report Form. 
  
ATTACHMENT 2 
 
Restructuring 
The 
Hamilton Holt School 
 
Undergraduate Programs 
Background 
During the Holt Strategic Planning process in early spring 2018, an examination of enrollment trends led to 
the classification of Holt undergraduate students in three groups: transfer students, first time students, and 
music majors. Subsequent study found that Holt transfer students had a retention rate in excess of 80%, 
while Holt first time students had a retention rate averaging 30%.  Recognizing the success of the Holt 
transfer student population, it was recommended that the Holt School focus its enrollment efforts on this 
population. Descriptions of the characteristics of each subgroup, with structured responses intended to 
establish appropriate academic pathways for degree completion, follow. 
 
Transfer Students with 30 or More Credits 
Rollins Complete, which will commence in fall 2019, is a degree completion program for students who have 
demonstrated academic success by completing 30 or more college credits with an overall grade point 
average (GPA) of 2.5 or better. Students admitted to the Rollins Complete program will be accepted into 
the major of their choice and will follow articulated degree maps to degree completion. 
 
First-Time and Students with Less Than 30 Credits  
The establishment of Rollins Complete suggested further review of first-time students with no credit and 
students with less than 30 credits.  Together, these represent approximately 10% of Holt enrollment. 
Concerns about retention rates suggest action to eliminate barriers and to support academic success. A 
formalized management approach that offers a structured pathway of courses, advisement, and support 
intended to build a foundation for academic success is envisioned. Once students complete the prescribed 
program of studies with a 2.5 GPA, they will be able to declare their major and transition into Rollins 
Complete.  
 
Music 
Examination of first-time Holt students showed that those majoring in Music were retained at rate in excess 
of 85%. The structure and curriculum of the Holt music program does not conform to a Rollins Complete 
format and is, therefore, exempt from the Rollins Complete format and will operate as a stand-alone 
program.  
 
CLA Faculty Meeting: October 25 
Alignment – Holt – Undergraduate 
Strategic Planning Concerns: 
• Structure for Holt 
• Gen Ed Holt not in alignment with CLA 
• Holt transfer students significantly higher retention and persistence rates compared to Holt first-
time students 
Framework for Action Built on Following Pillars: 
• Leadership 
• Academic Integrity 
• Student Success 
Recommendations: 
• Continuing alignment of Holt undergraduate programs within CLA 
• Align Holt General Education with CLA 
• Explore transfer model for Holt 
• Conduct national search for Holt Dean 
Action Steps: 
• Search for permanent dean is underway 
• General Education Task-Force near completion of proposed changes and going before CC October 
30th  
• Align operations 
• Define Holt transfer population 
Holt Structure – Hybrid Model- Aligning Operations: 
• Holt Admissions 
o Now under VP for Enrollment Management 
o Working to align application and admissions processes 
o Developing new data-driven processes 
o Search underway for new Holt Admissions Director 
• Co-Location of Registrar’s Office and Holt Student Services (complete) 
o One Registrar not two 
o Common transfer processing 
o Two-year registration planning 
o Proactive student support/faculty advisement strategies going forward 
o Greater consistency with technologies: Banner, Degree Works, EAB Student Success Portal, 
College Source Transfer Equivalency  
Intra-institutional Partnerships: 
• Endeavor Center – Working closely to enhance faculty development needs and interests of Holt 
adjunct faculty 
• Career Life Planning – Coordinating internships and student experiences 
• Center for Leadership and Community Engagement – expanding outreach opportunities for Holt 
students within and outside the classroom 
• Holt Advisory Committees reflecting inputs from broader College community 
o Marketing 
o Admissions 
o Student Success  
Holt provides a structure for adult students seeking a Rollins Degree – Holt adult transfer students are 
seeking degree completion. Holt is recognized as part of Rollins 
Managing the Holt Transfer Population: 
• Motivated adult students seeking degree completion 
• Develop marketing initiatives targeting adult student  
• Provide a navigable degree completion approach 
Rollins Complete initiative targets expectations 
What is the Rollins Complete Initiative? 
• A framework for managing a constituent population of students 
• A communications framework highlighting degree options unique to adult transfer students who 
have demonstrated academic success by having completed a minimum of 30 college credits  
• An academic framework supported with degree maps that illustrate program requirements and 
when core courses are offered 
What about the first time student and those with less than 30 credit hours? 
• Represents approximately 9% of the Holt Students currently enrolled 
• Students will be admitted as in the past 
• Alignment of Holt Admissions with CLA Admissions will allow for more effective triaging and 
alignment of student populations.  
• As a defined population, these students will be supported with a “pro-active” advisement team 
Questions 
 
